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eMARS Decentralized Disbursements 

Introduction 

The disbursement process issues checks or EFTs for payments that have been authorized as part of 
the Check Writer or Accounts Payable process. Checkwriter disbursements are those payments that 
will be received from other agencies via an electronic feed to the eMARS system, and will not be 
covered in this course.  Non-Checkwriter disbursements, which are all payment requests directly 
entered into eMARS as part of the Accounts Payable process, will be covered in this course. 

The disbursement options on a vendor record will control what type of disbursement (i.e. check or EFT) 
will be generated. Disbursement information specific to the vendor is set up on the Vendor/Customer 
table (VCUST) including EFT and banking information. Changes to the information may be modified 
using the Vendor/Customer Modification (VCM) document. 

All payments recorded in eMARS will be disbursed through an Automated Disbursement (AD) 
document, Electronic Funds Transfer (EFT) document, or a Manual Disbursement (MD) document. 
These documents update various online tables and journals, which can be used to conduct online 
disbursement queries. Additionally, reports can be created in the data warehouse detailing check and 
EFT information in various formats.  

The Treasury Department is heavily involved in the disbursement process. They are responsible for all 
check printing, bank reconciliation, and numerous other functions. All checks will be printed by the 
Treasury Department.  Manual Disbursements will be printed on a local printer via an Adobe Form that 
is built into the eMARS application.  AD Check print files will be generated by the nightly batch process 
and printed on large printers at Treasury.  One print file will be created per Disbursement Category 
which will indicate to Treasury what to do with the checks (Seal/Unseal, Mail/Send back to Agency/Hold 
for pickup). 

Check reconciliation will be run during the day after the file is received from the bank.  

eMARS Implementation 

There are several areas in eMARS that have an impact on the overall disbursement process. These 
areas include: 

• Discounts – Discounts will be handled in Procurement-related documents. The discount 
percentage will be applied to the vendor invoice prior to the funds being disbursed. 

• Scheduled Payment Date – Users will enter the payment due date from the vendor’s invoice 
into eMARS. The disbursement process will be run in sufficient time for the vendor to receive 
their check and/or electronic fund transfer by the due date. 

• Imprest Cash – Use of Imprest Cash is limited and decisions are made on a case by case 
basis whether or not an Agency retains an Imprest Cash account. These procedures do not 
affect the counties’ Imprest Cash accounts. 

• PCard – Payment request documents for Pcard are created in eMARS through a batch process. 
There will be one eMARS payment request document created each day for each billing/account 
number that had transactions posted that day. The payee (PNC Bank) will be specified on the 
header of the payment request document, while the individual vendors/merchants will be 
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specified on the vendor line of the payment request document so that 1099 information can be 
captured.  

• Escheating Checks – The Stale Escheat batch job cancels checks that have not been 
redeemed after 365 days.  This process will automatically escheat applicable automated 
disbursements, and manual disbursements. The status on the Check Reconciliation (CHREC) 
table will be changed from Disbursed to Escheat for these checks.  

Document Code Crosswalk 

 

Business Process MARS eMARS 

Current Document 
Code 

Description Document 
Code 

Description 

Writing a manual 
check 

MW Manual 
Disbursement 

MD Manual Disbursement 

Recording a purchase 
of Investment 

MWI Investment Purchase MD Manual Disbursement 
w/adjusting entry flag 
checked  and DI57 event 
type 

Recording a Fedwire MWW Fedwire MD Manual disbursement 
w/adjusting entry flag 
checked  and DI57 event 
type 

Recording a Vendor’s 
debt 

VO Vendor Obligation Record on 
INTR Table 

Record Vendor Debt 

Paying through a 
check 

AD on 
GENLED 

Automated 
Disbursement 

AD Automated Disbursement 

Paying through ACH EF on 
GENLED 

EFT EFT Electronic Fund Transfer 

 

Payment Intercepts 

Payment Intercepts is the process of intercepting a vendor’s payment when the vendor has an 
outstanding debt to the Commonwealth.  

There are two types of debt in eMARS: internal and external. Internal debts originate within eMARS 
(Accounts Receivable documents) and external debts originate outside of the eMARS application. 
Internal debts are added to INTR by the AR Intercept Selection batch process that selects receivables 
whose number of days past due is greater than an option on the System Options table or Billing Profile 
table. External debts are added to INTR through an agency interface or entered manually online.  

During the Automated Disbursement process at night, each payment that is eligible for vendor intercept 
will go through the intercept process.  
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EFT payment requests that are intercepted will be converted to a check. This will enable the check stub 
to contain relevant information for the vendor regarding the intercept and contact information if the 
vendor has questions about the intercept. 

Funds intercepted for a department other than the paying department will create an Intercept Transfer 
(IT) document. The IT document contains all information related to the Intercept and the accounting 
distributions from both paying and receiving departments – 1st Party and 2nd Party.  

 

Intercept Transfer Document 
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Entity (ENTY) 

 

The Entity table is used to establish individual departments for whom debt is collected.  In addition, the 
Entity table is used to associate the individual types of debt (from the Debt Type table) with the entities 
for whom this debt will be collected, as well as on which days those Entity and Debt Type records can 
be intercepted.  In Kentucky, every day will be checked on this table. The Entity table will be set up 
centrally. 
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Debt Type (DBTYP) 

 

The Debt Type table defines the unique types of debt that are managed by each entity.  This table 
defines the priority of each type of debt.  The priority specified on this table is used to establish the 
order in which intercepts are taken during the Automated disbursement process. The Debt Type table 
will be set up centrally. 
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Intercept Request Table (INTR) 

 

All debts subject to intercept are listed on the Intercept Request (INTR) table, by Taxpayer Identification 
Number (TIN), TIN Type, Entity, Debt Type, and Priority.   It is  the point of entry and control for 
individual intercept claims. The table contains information for specific vendors including due date, the 
debt type and entity owed, and the outstanding amount. The Intercept Request Table will be secured by 
Entity (Department) and required/appropriate users will have access to update this table.  

The Print Intercept Notification Information and Debtor Address Information sections of INTR are used 
in the Print Intercept Notice process.  When a debt has been identified for a TIN, a letter can be sent 
informing them that any future payments made will be subject to the intercept process.   

Records added to this table by the AR Intercept Selection process will determine the Print Letter Status 
based on the Intercept Options and Billing Profile tables.  The external debt interface layout includes 
the print letter status and address fields, allowing letters to be sent for external debt.  When manually 
adding a record to this field, the Print Letter Status field can be set so that a letter will be printed for that 
intercept record. 
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Intercept Activity (INTA)  

The Intercept Activity table allows you to view transaction detail information on vendor intercepts. You 
can search by Check Number, TIN, Entity, or Debt Type. This table will be secured by Entity, so entities 
will be able to review the debts intercepted for them. 
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Intercept External Allocation (INTEA) 

The INTEA table is where information is maintained for external debt.  Each entity that submits external 
debt to eMARS must have an entry on this table.  This table contains the accounting strip in which to 
transfer any intercepted money. This table will be secured by Entity and maintained by departments. 
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Notice of Intent Text (NOIT) 

This table stores text information (by Entity and Debt type) that will be printed on the Notice of Intent to 
Intercept Letter. The text can be changed to reflect specific information on the letter, and any contact 
information for the Entity should be included in this text table. This table will be secured by Entity and 
maintained by departments. 

 

 

 



  
 

eMARS 703 Decentralized Disbursements 
 
 

 15 of 18  

Notice of Intent Print History (NOITP) 

NOITP stores the history of the letters printed against a debtor.  This table can only be updated by the 
Print Intercept Notice batch process.  A separate record will be inserted to this table each time a 
notification letter is printed or re-printed for external and internal debts on the Intercept Request (INTR) 
table. This table will be secured by Entity. 

 

 

 

Automated Disbursements Process 

The Automated Disbursements process disburses payments that have been authorized in Accounts 
Payable through either a check (AD document) or EFT (EFT document). AD/EFT documents are 
generated based on the scheduled payment date on the payment request (PRC, PRM or GAX) 
document. The Automated Disbursement process selects the payments, edits payments for validity, 
and processes payment adjustments.  

The Disbursement Category on a payment request indicates sealed/unsealed and whether the check 
remains at Treasury for agency pickup, mailed, or sent back to the agency.  

Checks will not be summarized at the vendor level. All payment request documents will be issued as 
single checks whether or not the Single Payment flag is selected on the payment request document. 



  
 

eMARS 703 Decentralized Disbursements 
 
 

 16 of 18  

Manual Disbursements  

A Manual Disbursement (MD) document is used to record or generate a manual check. If a payment 
request document was established, it can be referenced on the MD.  All MD documents will be sent 
through workflow for approval.   A MD document will be used to either create a physical check or to 
record the accounting transaction associated with a Federal Wire Transfer or investment purchase.  

MD documents that result in a physical check will be printed on-demand by Treasury after the MD 
document has been through workflow and is submitted to Final on the Document Catalog. Treasury 
must initiate the print job from within each MD document.  

MD documents used to record Federal Wire Transfers and investment purchases do not result in a 
physical check, as the money has already been wired electronically. To record these types of 
transactions, The Adjusting Entry flag is selected on the Header of the MD document so a check 
number will not be issued and the Check Reconciliation table will not be updated. Additionally, Event 
Type ‘D157’ should be used on MD transactions for investment purchases using a Balance Sheet 
Account.  Event Type ‘D151’ should be used on other MD transactions that require an Object. 

 

Manual Disbursement (MD) Document -  Accounting Section 
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Disbursement Detail Query (DISBDQ) 

The Disbursement Detail Query (DISBDQ) table displays detailed information from the AD, DC and MD 
documents and the Check Reconciliation table for disbursement documents.  The Disbursement Detail 
Query page lists the specific payment requests associated with the disbursement document that is 
selected. This table will be accessible by departments to review disbursement details. 

 

 


